Safety, Maintenance 
and Organisational Rules 





INTRODUCTION 


In India, the Ministry of Textiles sets certain rules, 
policies and procedures, which need to be followed 
by the textile, apparel and handicraft industries. 
Embroidery is one of the important areas of handicraft 
in India. Every organisation sets its norms for all levels, 
starting from the recruitment, training programmes, 
employee benefits, work schedules, leaves, breaks, 
salaries, performance reviews, promotion plans to 
terminating schedules and standards for personal 
health and hygiene. 

There are risks of several hazards in different 
departments of the apparel and handicrafts’ industry, 
like physical, biological, psychological and electrical. 
These should be properly dealt with, by using prescribed 
safety measures at the workplace. Following a set of 
instructions while handling machines and tools, proper 
employee training can help prevent hazards. Routine 
and breakdown maintenance, both are essential in 
an organisation. 
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NOTES SESSION 1: ORGANISATIONAL RULES, POLICIES 
AND PROCEDURES 


The Ministry of Textiles directs the formulation of 
policy, planning, development and export promotion for 
the Indian textile industry. This includes spinning and 
weaving mills that are helpful in making textiles, clothing 
and handicraft items. Embroidery sector is considered a 
major and a very significant part of handicrafts in India. 


Policies 


These are written statements of how the organisation 
intends to carry out its services, actions or business. 
They also provide a set of strategies and principles to 
help in the assessment of operations performed in an 
organisation. Policies should be simple statements, easily 
understandable and not long or complex. A few sentences 
may be enough regarding each policy area. These may 
include a few major points or instructions which are 
documented in flowcharts, or forms and checklists. 


Procedures 


These provide an action plan for the set policies to be 
put into action in the organisation. Each procedure 
should outline the following points: 


(i) which job has to be done by which person 
(ii) which steps should be followed 
(iii) what documents are to be used 


Rules, policies and procedures vary as per the 
nature, size and the type of the unit or organisation. 
They reflect the values, approaches and commitments 
of a specific organisation and the culture followed there. 


Rules and policies of organisations 


Textiles and garment manufacturing are considered to 
be a major area where all organisations set their rules, 
considering the National Textile Policy Rules. 

The general rules are for: 


(i) Timings as per shifts 
(ii) Leaves 
(iii) Holidays 
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(iv) Care of company property, or machines, etc. 
(v) Honesty 
(vi) Integrity 
(vii) Pay 
(viii) Uniforms 
(ix) Respect to each other and 
(x) Language 
The policies are: 
(i) towards the environment; 
(ii) towards the country and society; 
(iii) to stop discrimination; 
(iv) to stop child labour; 
(v) to stop sexual harassment; and 
(vi) tomake the workplace healthy, happy and hygienic. 


Company policies and procedures include rules of 
behaviour, defining the duties of both, employees and 
employers. These policies and procedures are framed to 
protect the rights of workers as well as for the growth 
of the business, and also to benefit the employers. 
Different rules are established regarding employee 
conduct, leave, attendance, training, promotions, dress 
code, and other employment needs as per the type and 
size of the organisation. 


Conduct of employee 


The policies relating to an employee’s conduct include 
the duties and tasks that each employee is expected 
to perform as a condition of employment, specified 
dress code, discipline at workplace, workplace safety 
procedures, and may be even policies regarding the 
usage of computer and the Internet. The main aim of 
these policies is to frame the steps to be taken in case of 
disciplinary issues, inappropriate employer behaviour 
and may include issuing warnings or termination. 


Equal opportunity 


Equal opportunity policies should be set taking special 
care as this can be a sensitive issue and are needed 
to maintain a balance and giving a fair treatment 
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NOTES to all at the workplace. These include motivation 
and support for unbiased behaviour, discourage 
inappropriate behaviour among employees, supervisors 
and contractors regarding race, religious and cultural 
beliefs, sexual orientation or gender of another person 
within the organisation. 


Time off and attendance 


Attendance policies are made to ensure employee 
dedication towards work routines. These policies play 
a significant role for employers to keep a track of the 
time-off periods and notifying any late arrivals or 
absenteeism on the part of the employees. This policy 
also includes rules regarding penalty for failing to follow 
the set schedule. For example, employers may allow only 
a few number of absenteeism within a specified time, 
and he/she can even give warnings in case an employee 
is absent for more days than the company allows, in 
order to maintain discipline in the organisation. 


Substance abuse 


This policy includes rules prohibiting the use of drugs, 
alcohol and smoking, during the working hours of 
employees at the work area. Substance abuse policies 
provide guidelines for employees to avoid smoking or 
consume any addiction in the work premises, and the 
penalty they will bear if they are found to violate the 
rules. Most organisations even have testing procedures 
for suspects in case of severe issues. 


Examples of personnel policies 


All organisations have human resource personnel and 
keep their personnel policies up to date. These policies 
are framed based on the type of organisation for the 
smooth running of business. Personnel policies include 
rules from recruitment to termination; resolving personal 
conflicts ; dealing with workplace discrimination, and 
cases like sexual harassment. All new employees are 
informed about these policies, and are often given a 
written statement to sign stating that they have a clear 
understanding that any violation of such rules will be 
unacceptable. 
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Employee benefits 


Companies offer employees a varied set of benefits, 
relating to health issues, dental and vision problems 
or any short-term disability coverage, life insurance, 
employee housing grants and tuition reimbursement. 
Some companies tie up work in combination with local 
businesses to provide discount cards and gift coupons 
to their employees. 


Training and orientation 


Once hired, employees normally go through an 
orientation and training programme to learn about 
their new employer, workplace and their job roles, and 
how they fit into the overall targets of the organisation. 
During their orientation, the employees attend training 
sessions, perform role plays under an assigned 
mentor, or participate in a practical training session 
to gain implicit knowledge provided by the company. 
Training and orientation procedures should be included 
in personnel policies to enable new employees for 
their new positions by properly understanding their 
work functions. 


Leaves, breaks and work schedule 


Personnel policies provide guidelines for when an 
employee should report to the office for work and when 
he/she should leave. These also include instructions 
regarding lunch hour and other breaks. In addition to 
that, the number of leaves permitted are also fixed, and 
in case of extra leaves, what actions are to be taken, 
is also covered in these rules. Some companies offer 
flexible schedules while others offer their employees to 
work in shifts. 


Salaries and pay schedule 


Employees working in different companies have 
diverse salaries, including salary ranges or a salary 
scale. Personnel policies will give employees a brief on 
how much increment they can potentially get when 
promoted. Employees are given written documents on 
their payment schedules like whether paid weekly, 
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NOTES biweekly or monthly. Many organisations help in direct 
deposit of salaries in the bank. 


Performance reviews and promotions 


Employees are reviewed based on their performances 
and later, recommended for promotions by supervisors, 
or through appraisals. This is done as per the 
performance reviews which vary from organisation 
to organisation. Therefore, personnel policies should 
provide a guideline to the employees about these 
procedures and how they can affect promotions. Reviews 
are undertaken at properly specified intervals using 
various methods. 


Terminating employment 


Included under personnel policies, it provides 
instructions to the employees and employers on how 
to terminate employment. Clear guidelines regarding 
advance notice and format of terminating procedure, 
including severance package, clearing dues, returning 
company properties and submitting all records are 
mentioned in this policy. 


Value of work ethics 


Ethics are values that add up to the goodness and virtue 
of an organisation. Work ethics are used to define how 
workers present their social, cultural, technological, 
environmental, economic and psychological patterns 
within an organisation. Good work ethics enhance 
the growth of an organisation. Good ethics practice 
promotes respect within the staff and this is achieved 
through self expression, sharing of knowledge and 
knows how problem solving and decision making is 
done. Ethics define a mutual relationship within the 
subordinates and between the management and the 
associate staff. 

Individuals possessing a strong work ethic not only 
benefit society or the business, it benefit the individual 
too. When one acts with strong moral conduct, a 
great reputation is established which also reflects 
on work. 
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Effective communication of HR policies and 
procedures to employees 


This can be done in the following ways: 


(i) Use written documents or guidelines so that these 
can be easily understood by all employees without 
any confusion. 


(ii) Train all managers and supervisors well so that 
they are also able to train new employees. 


(iii) Encourage all employees and employers to follow 
proper workplace behaviour and work culture norms. 


(iv) Review the implemented policies and guidelines at 
periodic intervals. 


Personal responsibility of an embroiderer 


An embroiderer plays an important role in a unit or an 
organisation. The order completion and the final output 
of a product is dependent on his/her time consumption, 
quality and finishing. There are some responsibilities, 
which an embroiderer has to fulfill, namely 


(i) completion of tasks on time 

(ii) use material as per instructions 
(iii) prepare the product as per sample approved 
(iv) consider the costing 


(v) reporting to the supervisor or senior from time 
to time 


(vi) maintain safety and security while doing embroidery 


(vii) be punctual and responsible towards the rules and 
regulations of the organisation 


Importance of discipline in the embroidery unit 


Discipline means observing well defined rules laid down 
by the organisation. It shows the positive and sincere 
side of the workers towards their job. Discipline is an 
inbuilt value or social skill of life while performing duties. 
Some of the points which have to be kept in mind in an 
organisation are as follows: 

(i) reaching and leaving office on time (Punctuality) 

(ii) taking permission for leave (Sense of responsibility) 
(iii) importance of attendance (Sincerity) 
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NOTES 


(iv) importance of teamwork (Cooperation) 


(v) importance of volunteering work (Leadership) and 


(vi) importance of tolerance of conflicts (Respect) 


Practical Exercises 


Activity 1 


Prepare a chart on the personnel policies of an organisation. 


Material Required 


in some companies, employees work in shifts. 


1. Chart sheet of A3 size 

2. Pencil 

3. Drawing pins 

4. Eraser 

5. Colourful pens, pencils 

6. Ruler 

Procedure 

1. Write down the different personnel policies on the 
chart sheet: 

2. Decorate the sheet with colourful pens, pencils, etc. 

3. Pin it up on the drawing board or in the laboratory. 

Check Your Progress 

A. Fill in the blanks 

1. Framing proper and is 
quite helpful for the proper running of an organisation. 

2. Some companies offer a and 


3. The written documents or guidelines made by the organisation 
should be easily by all employees to avoid 


any confusion. 


4. The policies and guidelines implemented should be reviewed 


at intervals. 


B. Questions 


1. Explain the personal responsibility of an embroiderer. 


2. Describe the rules of conduct used within an organisation. 


3. Explain some examples of personnel policies followed 
an organisation. 


in 





HAND EMBROIDERER (ADDAWALA) — Crass IX 


11-07-2018 14:56:06 


Unit 5.indd 71 


SESSION 2: PERSONAL HYGIENE AND HEALTH 


The standard of maintaining cleanliness and grooming 
of the physical body for a healthy and pleasing 
appearance is known as personal hygiene. People 
have recognised the importance of hygiene from years, 
not only at home but also at the workplace. Keeping 
oneself clean and free of infections may lead to 
efficient and productive workdays. Poor hygiene is an 
indication of careless attitude ridden with illness and 
low self-esteem. 


Importance of cleanliness 


Personal hygiene helps keep oneself and one’s living 
and working conditions neat and tidy, thus avoiding 
diseases and maintaining good health, besides, cutting 
down or avoiding health care costs. Things like bad 
breath or strong body odour, dirty fingernails, stained 
teeth, smelly feet, unshaven or unkempt beard, leads to 
a poor impression on others indicating a similar attitude 
towards work. 

Washing hands, teeth and hair, taking showers and 
wearing dirt free clothes are easy ways to maintain 
personal hygiene. 


Bad breath 


It is caused by food left in cavities after eating. Foods, 
like garlic and onion, tobacco and beer, etc. plague 
depositions. Gum diseases can be avoided by regular 
brushing and use of mouth wash. Use of neem 
twigs and common salt may also be used to clean 
the mouth. 


Body odour 


It is usually caused by sweat that is produced under the 
armpits. The major reason for having body odour is the 
lack of attention to body hygiene. Body odour makes the 
other people around uncomfortable making oneself feel 
rejected. It can be avoided by taking bath once or twice 
a day. Various deodorants and other such products are 
available in the market for use after bath. 
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Foot odour 


It is caused by sweat that accumulates in the socks or 
when the feet remain closed inside the shoes and do not 
get air. To avoid this, one must keep the feet and shoes 
clean, wear washed and dry socks. Feet must remain 
dry and need to be aired for longer time to avoid fungal 
infections and odour. 


Hand care 


One uses fingers and hands in performing almost all the 
activities, hence washing hands frequently, especially 
after using the toilet or before and after eating meals 
i! becomes necessary. Nails need to be kept dirt free and 
eS trimmed to avoid germs collecting underneath. This may 
prevent many infections. At an embroidery workplace, 
hand washing is necessary to keep the embroidery 
fabric dust and oil-free. It is mandatory for embroidery 
workers to wash their hands at regular interval to keep 
the fabric and thread clean while doing embroidery. 
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Fig. 5.1 Hand care f 
Hair care 

Wash hair regularly as shampooing helps in clearing 
dandruff. Hair must be kept neat by combing and 
regular cutting, when required. Untidy hair makes one 
look shabby. Natural cleaning products such as black 
soil and shikakai, etc. may also be used. 


Food 


Eating food around the work area is not permitted, 
including, snacks, drinks, chewing gum or tobacco, 
cigarettes, and candy. Lunch areas are to be kept 
separate or away from the production unit to avoid any 
stains on the final products or garments. 


Cuts or wounds 


In case of cuts and wounds, appropriate dressing and 
bandages must be used to cover them. In case the 
blood stain transfers on the fabric, clean and sanitise 
it as quickly as possible. Ensure that no equipment or 
surface contaminated with blood remains stained; clean 
before continuing production. 
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Note 


If the worker experiences some pain due to repeated 
exposure to aari or needle pricks, he/she may wear gloves. 


Importance of nutrition 


Eating a balanced diet keeps the body healthy for 
effective functioning. Thus, eating healthy food everyday 
is quite necessary to avoid various health problems and 
to keep one fit and energetic. The time of the meals in 
an organisation is generally scheduled. 


Meals and their importance 


Scheduling meal time is important. Regular intake of 
proper food keeps you energetic through the day; one 
feels less inclined to snack between meals and this 
prevents unnecessary weight gain. The meal frequency 
can be divided into the following: 


(a) Breakfast 


This is the first solid meal of the day—normally after 
a gap of 8-9 hours, since the last meal one has is in 
the previous evening. The body requires breakfast to 
maintain energy and health, hence the first meal of the 
day must not be skipped. 


(b) Lunch 


The next largest meal of the day is lunch—generally 
after 3-4 hours of the breakfast. It must be kept in mind 
to feed the body a balanced and a nutritive meal. 


(c) Tea time 

Having tea with light snacks is important because it 
keeps your energy levels up till dinner. One must avoid 
a large time gap between lunch and dinner. 


(a) Dinner 

Since it’s the last meal of the day and your body is 
preparing to do less energetic tasks at night, it should be 
lighter than lunch, but just as nutritive and balanced. 
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NoTES Benefits of healthy meals 


An appropriate amount of nutrients and water is 
required for a healthy diet. The major benefits of eating 
healthy everyday are: 
(i) It helps in body growth and gives energy for 
working. It fulfills the daily nutritional needs. 

(ii) It reduces one’s stress levels. 

(iii) It helps in maintaining ideal weight. 

(iv) It helps in keeping diseases away. 


Toxicants: a threat to health 


Consumption of toxicants like alcohol, cigarettes, 
tobacoo, etc. is very injurious to one’s health. Excess 
consumption of these can cause lung, heart and other 
diseases. They can also result in chronic diseases like 
cancer, risk of cardiac diseases, teeth disorders and 
weak bones, etc. All types of organisations have special 
rules to prohibit the use of these toxicants to maintain 
a healthy and safe environment at the workplace. 

Maintaining proper personal hygiene at the workplace 
is not only a vital issue, but also a sensitive one for 
managers and business owners. The embroidery unit 
should be clean and safe; employees should be exposed 
to minimum germs. In most industries, good employee 
hygiene is a legal requirement. 


Health and safety precautions for the hand 
embroiderer 


(i) Use a sharp and correct sized needle for stitching 
to protect the fingers. 

(ii) The needles should be kept safely and away from 
small children to avoid any harm. 

(iii) Cutting, sewing and embroidery should be done 
with full focus and concentration, not as if one is 
in a hurry, stressed and upset, as the risk of injury 
is more. 

(iv) The workplace should be kept clean and tidy 
by sweeping the floor regularly. Keep dustbins at 
proper place. 
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(v) The sewing tools and equipment include sharp NOTES 
objects, like needles and scissors, so their safe 
handling is a must. 

(vi) Needles and thread, etc. should be stored safely 
after use. 


By being aware and having an understanding about 
the process of hand embroidery, one will know how 
to complete a task safely and responsibly to obtain 
optimum output. 


Practical Exercises 


Activity 1 





Role Play (Personal Hygiene) 
Requirements 


1. Students, in dirty and stinky clothes 

2. Some other students around 

3. The Teacher 

4. Classroom essentials like tables, chairs, books, pen 

5. Some material to spread in the class as litter 

Procedure 

1. The teacher introduces the importance of personal hygiene 
and the situation of the role play. 


2. Some students with smelly clothes or dishevelled appearance 
will enter the classroom and the others will react accordingly. 

3. Some other students will spread litter in the class. 

4. The teacher will ask for a response to the above situations for 
role play. 

5. The teacher will discuss and explain the need for maintaining 
proper personal hygiene. 

6. A conclusion is generated after discussion with the student. 


Check Your Progress 


A. Fill in the blanks 


1. Keeping your body clean is vital in combating and preventing 


2. Body image influences , confidence 
and motivation. 


oy can be avoided by 
regular brushing and use of mouth wash. 
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NOTES B. Questions 


n 


Explain how personal hygiene is maintained? 


What are the benefits of a healthy meal? 


w N 


Explain the health and safety precautions for a 
hand embroiderer. 


SESSION 3: ORGANISATIONAL HAZARDS AND 
SAFETY MEASURES 


Most manufacturing units have similar hazards in their 
processes and work areas. Hence, it is mandatory to 
have adequate equipment and facilities in the factory to 
avoid these hazards. Adequate planning, training and 
awareness workshops are necessary to train employees 
and workers, in which, the employees must be made 
aware of various hazards associated with its units, 
such as embroidery, and the precautions to be taken. 
Even though manufacturing units like the garment 
manufacturing is an organised sector in India, they 
usually fail to adhere to all standards and rules set 
down by the government. Many small units are located 
in residential areas which may be prone to fire and 
other hazards. 

All the manufacturing units, whether located in a 
commercial or residential area, must follow compliance 
and should have the necessary equipment, like fire 
extinguishers, hydrants, emergency exits, emergency 
lights, hooters, first aids, etc. Workers may suffer 
many occupational accidents due to the processes and 
equipment or machines used in the garment industry. 
It is the prime responsibility of an organisation to 
provide occupational health and safety conditions to 
the workers. 


Types of hazards 


There is always a threat of hazards and risks to the 
health and safety of people at workplace. These may be 
chemical hazards, physical hazards, adverse ergonomic 
conditions, allergies, psychological risks, etc. 
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Physical hazards 


They often affect many workers in the workplace, for 
example occupational hearing loss, postural defects, 
falls, accidents, etc. Hearing loss is one of the most 
common problems in a manufacturing unit with heavy 
noise-making machines like the sewing maching or a 
cutter; Postural defects like cervical and bone shape 
change can occur if a person needs to sit or stand in a 
particular position all the time like an addawala needs 
to work sitting on the floor with her head bent down 
most of the time. Accidents and falls are also a common 
cause of occupational injuries and deaths in industries, 
like transportation, construction, extraction, healthcare, 
building, cleaning and maintenance. 

Some of the problems associated with the physical 
environment at an embroidery workplace include: 


(a) chest infection, allergies, flu, etc., caused due to 
excessive dust. Adequate ventilation, exhaust fans, 
etc. are helpful to make the environment clean and 
dust-free. 

(b) a low light environment for working, and shortage of 
eye protective glasses, which can cause eye problems. 

(c) prolonged sitting, and continuous needle work 
involving the eye, creates eye problems (strained 
eyes) and back bone problems for the embroidery 
workers. Repetitive Strain Injury (RSI) is likely 
to occur at an embroidery workplace due to long 
hours of sitting to complete the embroidery work. 
Problems like backache, stiffening of neck, cervical 
and wrist joint problems can also occur during 
embroidery. These problems can be solved by 
following these tips: 


(i) Use a hoop stand, embroidery frame or adda to 
keep both of the hands free to focus. 

(ii) Keep the stand on a height till bust level and 
straight wrist position to avoid bending your 
neck and back for long. 

(iii) Use wrist rests to avoid strain in the hand and 
wrist joint. 

(iv) Take short breaks from long sittings, may be after 
an hour or two, to relax the strain in the back. 
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Some other common problems associated with 
surroundings in an embroidery unit are listed below: 
(a) absence of enough congenial and hygienic working 
atmosphere in the industry 
(b) prevalence of sexual harassment 
(c) absence of enough toilets and washrooms 
(d) lack of clean and filtered drinking water. Also, the 
absence of clean water for washing hands for the 
workers 

(e) discrimination in wages and other facilities between 
male and female workers 

(f) absence of weekly holiday for female workers. If they 
still take a leave, then it is without pay 

(g) lack of recreation facilities for workers 

(h) absence of baby care centres for workers 


Fire hazards 


They are common in those industries 

that use a lot of flammable material, 

like cotton, chemicals, etc. Fire 

hazards occur mainly due to the 

following reasons: 

(a) improper working of fire and smoke 
alarm bells in industries 

(b) absence of fire and smoke alarm 
systems in many industries 

(c) improper maintenance of fire exits 
or emergency staircase 

(d) lack of proper exit route or 
emergency staircase to reach the 

Fig. 5.2(a, b) Fire extinguishers place of safety 





Every industry should keep fire extinguishers as a 
safety measure. 


Biological hazards 


These involve contagious bacteria, viruses and toxins. It 
can be due to non-airy and dark rooms, suffocation (bad 
ventilation), and unhygienic conditions of washrooms. 
For example, influenza affects a broad population of 
workers. Outdoor workers, like farmers, gardeners and 
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civil or building workers have a high risk of infection due 
to biological hazards. These also include animal bites 
and stings, problems from toxic plants, and transmitted 
diseases through animals. 

Healthcare workers, veterinary health workers face 
high risk coverage to blood-borne pathogens and various 
infectious diseases in comparison to others. Dangerous 
chemicals can cause a hazard in the work area. There 
are many categories of hazardous chemicals. 

Certain chemicals are harmful at some levels when 
mixed with other chemicals. Chemical hazards are very 
common in apparel and textile industry while at the 
time of dyeing and printing. 


Psycho-social hazards 


This means that the status of mental health and 
emotional well-being of the workers and employees in 
an organisation may not be normal. These could be due 
to a feeling of job insecurity, long working hours, lack of 
enthusiasm towards work, frustration about not being 
allowed to deliver quality product due to pressure of 
quantitative production, harassment at work place and 
poor work-life balance due to lack of appreciation. This 
aspect should be dealt with care, as these are sensitive 
issues. This review also demonstrated that behavioural 
therapy, like continuous counselling, meditation, yoga, 
participation in recreation centres, music therapy or 
occupational care are effective in reducing sick leave 
days and poor work efficiency at the workplace. 


Electrical hazards 


These are common in the textile industry as fabrics, 
machines and other fire-prone equipment are being 
dealt with here. It is quite dangerous when a worker or 
employee creates an electrical contact with keyed up 
equipment or a conductor. Electrical accidents mostly 
occur when the individuals are working around electrical 
apparatus which is live but they think it is dead. Wrong 
use of equipment and use of faulty electrical equipment 
also cause accidents. Working on, or near electric 
equipment, without adequate training or appropriate 
equipment, may be one of the reasons. 
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NOTES Shocks from faulty equipments can lead to brutal 
and permanent injuries. Due to serious injuries, the 
chances to fall off from ladders or other work platforms, 
are high. Apart from injuries or accidents, such mistakes 
or avoidance lead to damage of the plant, machines, 
equipment and property. 


Note 


In a hand embroidery unit, all the hazards mentioned in 
this session are not very common but awareness about 
various hazards is essential to be able to deal with them 
in case they occur. 

To reiterate, it is the role of the management to 
provide basic facilities like day care, canteen, rest room, 
recreational room, dispensary for first aid, etc., so that 
workers focus on their routine work in the factories, 
uninterrupted. Critical emergency essentials, such 
as alarms, evacuation plans, emergency lights and 
gathering areas, must be invested in. There are a lot 
of machinery used in the garment industry. However, 
before any work starts on a machinery, the worker 
should be trained in its proper operations and all safety 
precautions should be taken. Proper training and 
demonstration of work technique or process is valuable 
for each worker. 

Some important suggestions for maintaining the 
health and safety of workers include: 

(a) respiratory and hand protection 

(b) eye protection 

(c) heat stress protection 

(d) supply of filtered drinking water 

(e) setup of rest rooms or sick rooms as per the number 
of workers 

(f) setting up recreation facility for the workers. In order 
to remove monotony from work, it is very essential to 
setup a recreation facility for the workers 

(g) fire protection 

(h) finger protection 

(i) proper lighting 

(j) ergonomic design of the workstation 

(k) awareness towards physical and psychological health 
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(1) first aid facility 
(m) adequate washrooms for the workers. Industries 


should provide proper sanitation system and 
sufficient number of toilets for the workers, based 
on their strength. By maintaining proper hygiene 
facilities, infections and other related diseases can 
be avoided 


(n) training programmes for health and safety issues. 


There is no alternative to training for any type of 
work. Training the worker to fit the job for which he 
has been employed is very significant 


(o) setting up of baby care centres for the worker. Many 


times, the garment and embroidery workers have 
to carry their small kids to the industries or their 
workplace, as there is nobody to look after these 
children at home and if they bring their kids along 
at workplace, there is a question of the health and 
security of children. So, factories should provide 
clean and hygienic day care centers so that workers 
can work efficiently without any stress 


(p) ensuring proper posture while lifting goods, handling 


machines, and using personal protective equipment 


NOTES 





Fig. 5.3 Good lifting posture 
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NoTES Safety measures and precautions 


Before using any tool or machine, the embroiderer 
should be trained in safe working practices. Their 
training should cover the following: 


(a) Safety measures to prevent accidents with 
Scissors 


Hand scissors can cause accidents when not used 
properly. Scissor injuries usually happen when the 
scissor slips during cutting or trimming. In most cases, 
the blade cuts the worker’s hand and/or fingers. Injuries 
can also occur to other parts of the body. The following 
safety measures should be taken: 

(i) Use suitable storage system, such as racks, boxes, 
etc., near the working area at a comfortable height 
to place scissors, blades, etc. after use. 

(ii) Ensure placing lighting fixtures in a way that the light 
should fall on the working surface from the left side 
or from the front. This promotes better visibility. 

(iii) Prohibit carrying knives in pockets, or in the hand 
when going from one place of work to another. 

(iv) Do not hold scissors with sharp sides up or use 
when the middle screw is loose. 

(v) Fix disposal points for used blades. 

(vi) Use protective footwear with adequate resistance 
to slipping and penetration from a dropped knife 
or other sharp objects. 

(vii) Avoid leaving scissors around the work area. 
This can injure both the worker as well as others 
walking around. 

(viii) Provide even floor surfaces with slip resistance so 
the workers do not slip. 

(ix) Free the work surface and floor off debris and other 
waste to avoid tripping and falling. 


(b) Safety measures to prevent accidents with 

needles 
(i) Keep needles and pins at a fixed place, such as 
in a special box, and all small parts from the 


embroiderer’s set in separate bags. Do not leave 
them at the workplace. 
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(ii) Do not hold the needle, pins, etc. in your mouth 
or tuck them in the clothes. Do not leave it in the 
fabric too. A worker can sew through his finger. 


(c) Safety measures while using spray guns 


Spray guns are used to get rid off any stains on the fabric 
that may have been transferred while embroidering. 
These guns use a cleaning fluid, such as ethylene which 
may cause headache, dizziness and fatigue if inhaled, 
or spirit which can cause redness, excessive dryness of 
the skin, if exposed. 

Train the workers in the use of the gun. Spray the 
cleaning fluid onto a rag and then use the rag to clean, 
rather than spraying on the garment directly. 


(d) Safety measures while ironing 


(i) Practise caution while using a hot iron as it can 

cause a major injury. 

(ii) Check for any faults with the cord before using it. 

(iii) Turn on and hold the plug with dry hands. 

(iv) Place the iron only on a heat-resistant stand. 

(v) Ensure that the cord does not touch the iron 
soleplate while ironing. 

(vi) Select an ironing mode (heating temperature) 
suitable for the fabric to be ironed. 

All essential chemicals used in the garment industry 
should be kept safely and workers must be trained to 
understand its usage, the proportion in which they 
are to be used, and repercussion of wrong use. Proper 
ventilation and protective tools are essential to protect 
workers during handling of chemicals. 

Adequate lighting at each machine area can prevent 
eyestrain. Some garment manufacturing machines are 
very loud which can damage the hearing ability too. 
To protect the ear and hearing ability, ear plugs may 
be used. 

In case of heat transfer, machines, boiler, pressing, 
fusing machines, where heat processes are used, it is 
important for workers to drink enough water during 
their work hours. Proper ventilation or the use of air 
turbine ventilators can also help to reduce temperatures 
and ensure comfort. 
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NOTES To avoid ergonomic injuries, workers must know how 
to take turns for different tasks or take regular short 
intervals to stretch and relax their muscles. The work 
area should have plenty of space for the task, should 
be clean, ventilated and should have correct working 
height, and proper sitting arrangement. Apart from that, 
industries provide soothing music at the workplace to 
keep the atmosphere light. 

A signage or symbol is a picture, written word, sound 
or mark that represents a message. It is important to 
know the different types of symbols used in a workplace 
so that they can be followed. There are two types of 
symbols — safety symbols and navigation symbols. 
Safety symbols are those which are used for warning 
and the protection to be taken. Navigation symbols are 
used to show the direction or placement of a certain 
object or department. Some of the commonly used 
symbols are shown in fig. 5.4. 

Following are some of the measures which may 
clear the problems of work-related illness and diseases 
among the workers of the industry: 


(i) working system in two shifts 


(ii) proper execution oflabour laws. There will be health 
insurance facilities 


(iii) supply of iron and vitamin tablets and medical 
camps should be arranged 


(iv) availability of amenities for staff and training for 
cleanliness 


(v) providing health facilities, like dispensary, doctor 
within the factory premises 


(vi) counselling and teaching for awareness about 
occupational hazards 


(vii) fire fighting training on regular intervals 
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Symbol for explosives Sign to prohibit flames Sign to indicate Hazard symbol for 














or an explosion hazard and smoking flammable gas nonflammable gas 
a | | 
Sign for protective Sign for eye protection Symbol for gloves Sign for protective Sign for protective 
eyewear required required footwear clothing 
i Sign for escape route i 
Sign for ear protection Sign for fire extinguisher Symbol for first aid 
required 
Ge \\ T X 
Hazard symbol Hazard symbol for a Symbol for fire exit Hazard symbol for a harmful 
for toxic corrosive substance substance or irritant 
Hazard symbol for Hazard symbol for Warning sign No sitting symbol Sign for fire alarm 
flammable oxidising 


Fig. 5.4 Safety and navigation symbols 
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Activity 1 





Prepare a chart on the types of hazards. 
Materials Required 

Chart sheet of A3 size 

Coloured pen or pencil 

Eraser 

Ruler 

Glue 

Scissors 


ete eae ie 


Pictures of hazards 
Procedure 


1. Write down the types of hazards and collect appropriate 
pictures of hazards. 
2. Paste the pictures on a chart sheet. 


3. Decorate the sheet using coloured pen or pencil, and pin it 
on the drawing board of your classroom. 


Activity 2 
Prepare a chart of different types of symbols (safety and navigation). 
Materials Required 
Chart sheet of A3 size 
Coloured pen or pencil 
Eraser 
Ruler 
Glue 
Scissors 


DT ONEA o 


Relevant pictures 
Procedure 


1. Collect the pictures of signage or symbols. 
Cut them neatly and appropriately. 
Paste them properly on the chart sheet. 


A ORIY 


Decorate the chart sheet using coloured pen or pencil, and 
pin it on the drawing board of your classroom. 


Check Your Progress 


A. Fill in the blanks 


1. Planning, training and workshops are 
necessary to train employees and workers. 
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2. Excessive dust can cause chest infections, ; 
Huete. 


3. RSI stands for 


4. Biohazards involve contagious bacteria, and 


5. There are basically two types of symbols— 
and i 


B. Questions 


1. Explain the different types of hazards in an embroidery unit. 
2. Write down the points to maintain health and safety in a 
manufacturing unit? 


3. Write safety measures and precautions essential in an 
embroidery unit. 


SESSION 4: CLEANING AND MAINTENANCE 
AT WORKPLACE 


Cleaning and maintenance at a workplace is very 
important. It includes keeping the workplace, its 
structures, furniture, equipment, tools, machines, and 
facilities in good condition. The machinery should be in 
proper operating efficiency with proper safety measures. 
This includes performing many responsibilities, 
like repairing, replacing, servicing and inspecting. 
Maintenance should be done on a department or 
section-wise basis, for fast and accurate results. Regular 
maintenance staff is responsible for this maintenance 
work in the organisation. The term maintenance could 
also be used in relation to the importance of keeping the 
staff safe, fit and healthy, and working of the machines 
smooth and regularly. 


Maintenance work can be classified into two types: 


(a) Routine maintenance 


This is usually planned in advanced. Regular 
interval maintenance procedures are very common in 
organisations. It includes scheduled inspections, repairs 
and replacement to make sure everything continues to 
work regularly, properly and smoothly. It is also called 
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NOTES preventive maintenance. It can be compared to an 
annual service of your four wheeler. 


(b) Breakdown maintenance 


This is the second type of maintenance. It is done as 
per the requirement of breakdown of any equipment 
or machinery. Corrective maintenance is needed when 
breakdowns occur which demands responsive action to 
be taken to get things right and running again. It can 
be compared to having a repair carried out on your four 
wheeler after the engine has failed. 

Maintenance must be planned in advance as per 
the details given by the maintenance in-charge. An 
assessment of all the risks should be carried out and 
the staff should be involved in the process for creating 
awareness. The planning must chart the details and 
schedule of the maintenance required for each item. 
A record of all the procedures, changes and amendments 
made need to be Kept on a periodic basis. 


Using appropriate equipment 


The staff involved in the work of maintenance should 
have appropriate tools and equipment to repair the 
faults. It should also include appropriate protective 
equipment in case of accidents or emergency. Many 
times accidents can be avoided by aviding ‘to make do’ 
with an inappropriate tool or piece of equipment. 


Making areas safe 


In any industry, keeping the workplace safe is of prime 
importance. It may even be sometimes needed to restrict 
access to the equipment and the area being maintained. 
Clear warning cards or instructions can be attached to 
the machinery to remind the workers of the care that 
needs to be taken while handling it. 


Elements of an effective cleaning programme 


Dust and dirt removal 


In some embroidery units, exhaust ventilation systems 
may not work to collect dust, dirt and chips properly. 
Vacuum cleaners are the most appropriate equipment to 
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remove dust and dirt. Industrial procedures have special 
methods for cleaning walls, ceilings, ledges, machinery, 
and other places where dust and dirt may accumulate. 

Dampening floors or using sweeping compounds 
before sweeping reduces the airborne dust. The dust 
that gets collected in places, like shelves, piping, 
conduits, light fixtures, reflectors, windows, cupboards 
and lockers may require regular manual cleaning. 

Special-purpose vacuum machines are very useful 
for removing the hazardous substances. For example, 
vacuum cleaners fitted with High Efficiency Particulate 
Air (HEPA) filters are used to remove fine particles of 
fibreglass or asbestos. 

The facilities need to be adequate, clean and well 
maintained. Lockers are essential for storing the 
employee’s personal belongings. Washrooms need to be 
cleaned daily. They also need to have good and regular 
supply of clean water, soap, towels and disinfectants. 

If the staff is using hazardous materials, they 
should be provided special facilities, such as showers, 
washing facilities and changing rooms. The staff should 
be instructed to keep the clothes of their workplace, 
separate from the clothes of home. 

Smoking, eating or drinking alcohol in the work area 
should be prohibited where toxic materials are handled. 
The eating area should be separate from the workplace 
and should be cleaned regularly and properly in each shift. 


Surfaces 


Floors 


It should be cleaned regularly. Poor condition of the floor 
is a major cause of accidents; so cleaning up the oily 
substance and other liquids is important. Chips and 
dust accumulation can also cause accidents. Areas that 
cannot be cleaned regularly and continuously, such as 
the entrance and common corridors, should have anti- 
slip flooring. 


Walls 


Light-coloured walls reflect the light and create an 
illusion of wide and broad spaces while dirty or dark- 
coloured walls absorb the light. Contrasting colours 
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NOTES help warn of physical hazards and mark obstructions. 
Pillars, railings, and other safety equipment can thus, 
be highlighted with the use of paints. A schedule should 
be prepared, with the regulations and standards of 
using various colours in a workplace. 


Aisles and stairways 


Corridors and aisles must be wide enough to 
accommodate the staff and vehicles, comfortably 
without causing a crowd or a rush. Aisle space allows 
for the movement of people, products and materials. 
Warning signs and mirrors should be placed as they can 
improve sight lines in blind corners. Arranging aisles 
systematically and conveniently so that it encourages 
people to use them, instead of following shortcuts 
through hazardous places. Keeping aisles and stairways 
clear is very important. 


Maintain light fixtures 


Dirty light fixtures reduce the required light levels. It 
is important to clean the lights regularly as clean light 
fixtures can improve lighting efficiency significantly. 


Spill control 


The best way to control spills is to prevent them. Regular 
cleaning and maintaining the machines and equipment 
is one way. The other way is to use drip pans and guards 
wherever there is a possibility of spillage. When spills 
occur, it is essential to clean them up immediately. To 
wipe away greasy, oily and other liquid spills, absorbent 
materials are very useful. These used absorbents must 
be disposed off properly at the right place, and safely. 


Tools and equipment 


Tools require suitable fixtures with marked locations 
to provide proper arrangement, both in the tool room 
and near the workplace. They should be kept at the 
designated place immediately after use so the chances 
of being misplaced or lost are reduced. The person in 
charge should regularly inspect the cleanliness and 
repair of all tools. 
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Maintenance 


A regular checking of the condition of building, its 
infrastructure and equipment may be the most 
important aspect for the maintenance of an embroidery 
unit. Keeping these safe, in an efficient working order 
and a good, repaired condition, is also included in the 
maintenance work. This includes maintaining sanitary 
facilities and regular painting and cleaning of walls. It 
is important to replace or fix broken or damaged items 
as early as possible. A good maintenance programme 
includes inspection, the repair of tools, equipment, 
machines and processes. 


Waste disposal 


Regular collection and sorting of waste contribute 
to good housekeeping practices. It makes easier to 
separate materials that can be recycled from those 
going to waste disposal. Putting scrap containers near 
the places where waste is produced encourages orderly 
waste disposal and makes collection easier. All waste 
collecting bins should be clearly labelled as recyclable 
glass, plastic, scrap metal, etc. 


Storage 


Large and categorised storage areas for stock, wastage 
and recyclable material is a structured and a progressive 
method of organizing production. Stored materials 
must be out of the way of the frequently visited sites 
and exits, fire equipment, aisles, emergency showers, 
stairs or first aid stations. All storage areas should be 
clearly marked. 

Flammable, combustible, toxic and other hazardous 
materials should be stored in approved containers in 
designated areas. Storage of materials should meet 
all requirements specified in the fire codes and the 
regulations of environmental and occupational health 
and safety agencies in the jurisdiction. 


Benefits of a clean environment 


Proper cleaning in an organisation has a positive effect 
on the employees. Some of the benefits of keeping a 
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NOTES 


clean environment in an organisation are as follows: 


(i) Healthy employees can mean fewer sick days. 


(ii) Cleanliness creates satisfaction. 


(iii) It preserves assets over the long term. 


(iv) It maintains image of the organisation. 


Practical Exercises 


Activity 1 


Role Play (Importance of cleanliness at the workplace) 


Requirements 


I. 
2. Some other students around 

3. 

4. Classroom essentials, like tables, chairs, books, pen, aari 


Students, to perform the role play 


Teacher 


work frame/adda, aari needle, some other embroidery 
material, lunch boxes 


Procedure 


l; 


The teacher introduces the importance of cleanliness at 
the workplace and introduces the topic of role play (like 
embroiderer working on adda frame after lunch without 
washing hands and the fabric getting stained) 


. Students will play the role of embroiderer and supervisor, 


and an argument takes place between them. 


. The teacher will explain the importance of maintaining 


cleanliness at the workplace. 


4. Finally, a conclusion is generated after discussion with 
students. 
Check Your Progress 
A. Fill in the blanks 
1. Proper in an organisation has a positive 


effect on the employees and creates a good image of the 
organisation. 


. The two main types of maintenance work are 


and 


An organisation having proper materials 
for overcoming material storage problems is surely a 
beneficial organisation. 
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B. Questions NOTES 
Explain the importance of storage at an embroidery unit. 


2. Using the awareness from the above Unit, write the type 
of maintenance that would be needed for an addawala 


embroidery unit. 
3. Discuss the cleanliness that is required for an embroidery 


unit. 
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